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I  Individual Registration I  Individual Registration 

�� Individuals are first Individuals are first 
asked to create a asked to create a 
username and username and 
password.  Click the password.  Click the Not Not 
Registered?Registered? link to link to 
begin.begin.

�� Option 1 Option 1 ––Register, Register, 
allows more benefits, allows more benefits, 
including creating a including creating a 
resume and applying resume and applying 
directly for jobs. directly for jobs. 
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I  Individual RegistrationI  Individual Registration

Select the Individual link to register and access a 

variety of services that are unique to the needs 

of individuals.
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I  Individual RegistrationI  Individual Registration

Complete required fields (Complete required fields (**) on the ) on the 
registration pages. Follow registration pages. Follow 
Username/ Password rules, as Username/ Password rules, as 
well as all blue text guidelines.   well as all blue text guidelines.   
Registration is quick and Registration is quick and 
painless!painless!

Blue text shows specific 

formatting requirements.  

The Help Bubbles next to 

each section will also help 

individuals in explaining 

puzzling questions. 
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I  Individual Registration I  Individual Registration 

Left 

Navigational 

Menu 

Options

Create a Resume

Look for a job

Quick Reference 

Cards

Create a Home 

Page

After registration is completed, the Navigational Screen will 
take the individual in multiple directions.
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II  Resume Builder II  Resume Builder 

Individuals can click the Individuals can click the Resume BuilderResume Builder button on the main screen, or button on the main screen, or 
the the Resume BuilderResume Builder link on the left navigational menu, to access this link on the left navigational menu, to access this 
useful feature.   When the screen refreshes, click the useful feature.   When the screen refreshes, click the Create New Create New 
ResumeResume button. button. 
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II  Resume Builder II  Resume Builder 

Step One of Resume Builder asks if you want your resume Step One of Resume Builder asks if you want your resume 
available to employers online, and if you want a cutavailable to employers online, and if you want a cut--andand--
paste resume or a VOS Resume built by an easy steppaste resume or a VOS Resume built by an easy step--byby--
step process.  The resume also must be given a title.  step process.  The resume also must be given a title.  
Click the Click the NextNext button to proceed.  button to proceed.  
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II  Resume BuilderII  Resume Builder

A popA pop--up will warn you one last time that the up will warn you one last time that the 
resume will be viewable and available to resume will be viewable and available to 
employers online.  If this is what you want, employers online.  If this is what you want, 
click the click the ‘‘OKOK’’ button to continue.button to continue.
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II  Resume BuilderII  Resume Builder

Step 2 is the Education and Step 2 is the Education and 
Training Qualifications.  Training Qualifications.  
Answer all required fields.  A Answer all required fields.  A 
freefree--form comments box is form comments box is 
there to elaborate.  This box there to elaborate.  This box 
includes sample text and a includes sample text and a 
SpellCheckSpellCheck feature.   Click feature.   Click 

SaveSave to continue.to continue.

If any step does not apply, click the 

This step does not apply to me link 

to continue.  
If the educational background is anything but 

“General,” click this link to select the specific 

course of study that describes the education or 

training. 
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II  Resume BuilderII  Resume Builder

When the screen refreshes, a table appears with When the screen refreshes, a table appears with 
the educational information.  Click the educational information.  Click Add a new Add a new 
Education HistoryEducation History to build another one.  Click the to build another one.  Click the 
checkbox in the right column to add this checkbox in the right column to add this 
information to your resume.  Click information to your resume.  Click NextNext to to 
continue.  continue.  
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II  Resume BuilderII  Resume Builder

Step 3 is for any Occupational Licenses or Step 3 is for any Occupational Licenses or 
Certificates.  Add as appropriate, or click Certificates.  Add as appropriate, or click This This 
step does not apply to mestep does not apply to me..
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II  Resume Builder II  Resume Builder 
Step 4 is Employment History.  Step 4 is Employment History.  

Complete all required fields.  For Complete all required fields.  For 
Occupation, click the Occupation, click the Select Select 
OccupationOccupation link.  You will get a link.  You will get a 
search screen where you may search screen where you may 
type in a keyword describing your type in a keyword describing your 
occupation, select an occupation, select an 
occupational group, or search by occupational group, or search by 
O*Net Code.  If you choose a O*Net Code.  If you choose a 
keyword, your search results will keyword, your search results will 
show a variety of choices.  Select show a variety of choices.  Select 
the one that best fits the job.  The the one that best fits the job.  The 
Job Duties textbox is also Job Duties textbox is also 
required.  You can insert an required.  You can insert an 
Occupational Description from Occupational Description from 
O*Net, type it free form, or use a O*Net, type it free form, or use a 
combination of both.  combination of both.  
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II  Resume Builder II  Resume Builder 

Step 5 is for any Honors & Activities.  It is a free Step 5 is for any Honors & Activities.  It is a free 
form text box.  Complete if pertinent and click form text box.  Complete if pertinent and click 
NextNext. . 

Click this check-box if you 
want this information 
displayed on the finished 

resume.
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II  Resume BuilderII  Resume Builder

Step 6 is a great spot to add any Additional Step 6 is a great spot to add any Additional 

Information to your resume.  Click Next to Information to your resume.  Click Next to 

proceed.  proceed.  
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II  Resume Builder II  Resume Builder 

Step 7 is where you get the Step 7 is where you get the 

opportunity to list your opportunity to list your 

skills in a skill set.  A skills in a skill set.  A 

default list will appear default list will appear 

based on the occupation based on the occupation 

selected in Step 4.  You selected in Step 4.  You 

can keep this list of O*Net can keep this list of O*Net 

skills, or click the skills, or click the Modify Modify 

SkillsSkills link to finelink to fine--tune the tune the 

list.  list.  
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II  Resume BuilderII  Resume Builder

If you choose to modify the If you choose to modify the 
skill set, you will get a list of skill set, you will get a list of 
14 categories of skills to 14 categories of skills to 
review.  Check the boxes review.  Check the boxes 
next to the skills that match next to the skills that match 
your expertise.  Uncheck your expertise.  Uncheck 
the skills that do not match. the skills that do not match. 
Click Click Save Skills and Save Skills and 
ContinueContinue when completed.  when completed.  
Your skill set list will refresh Your skill set list will refresh 
and show the ones that you and show the ones that you 
added.  Click the Next added.  Click the Next 
button to go to Step 8.button to go to Step 8.



1818

II  Resume BuilderII  Resume Builder

Step 8 is a freeStep 8 is a free--form textbox where you can form textbox where you can 
describe your abilities.  You can choose sample describe your abilities.  You can choose sample 
text or create your answer from scratch.  Click text or create your answer from scratch.  Click 
NextNext to continue.to continue.
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II  Resume BuilderII  Resume Builder

Step 9 requests Step 9 requests 

Drivers License Drivers License 

Information.  Information.  

Complete the Complete the 

required fields required fields 

and continue by and continue by 

clicking the Next clicking the Next 

button.  button.  
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II  Resume BuilderII  Resume Builder

Step 10 asks questions regarding your availability Step 10 asks questions regarding your availability 

to work.  Answer all pertinent and required to work.  Answer all pertinent and required 

sections and click the sections and click the SaveSave button.  button.  
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II  Resume BuilderII  Resume Builder

Step 11 is for anyone who wishes to pursue a new career Step 11 is for anyone who wishes to pursue a new career 
outside of their background.  By clicking outside of their background.  By clicking Search for an Search for an 
occupationoccupation, you can choose another occupation for the , you can choose another occupation for the 
resume to focus besides the one set up with your resume to focus besides the one set up with your 
employment history.  Click employment history.  Click NextNext to continue.  to continue.  
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II  Resume BuilderII  Resume Builder

Step 12 is an important one: what is your Step 12 is an important one: what is your 

desired salary?  Choose wisely.  Click the desired salary?  Choose wisely.  Click the 

Next button to proceed. Next button to proceed. 
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II  Resume BuilderII  Resume Builder

Step 13 asks you where you wish to look for a job.  You Step 13 asks you where you wish to look for a job.  You 
can indicate anywhere in the state or narrow it down to can indicate anywhere in the state or narrow it down to 
specific counties and cities.  What you indicate here is specific counties and cities.  What you indicate here is 
where you will hunt for jobs unless you change the where you will hunt for jobs unless you change the 
geographic locations later.geographic locations later.
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II  Resume Builder II  Resume Builder 

Step 14 is where you can summarize your objectives and Step 14 is where you can summarize your objectives and 
goals.  It is a free form textbox but it does include some goals.  It is a free form textbox but it does include some 
sample text.  Create what you want to say, and then click sample text.  Create what you want to say, and then click 
the Next button.  the Next button.  
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II  Resume BuilderII  Resume Builder

Step 15 summarizes Step 15 summarizes 
your contact your contact 
information.  Edit as information.  Edit as 
needed.  The last needed.  The last 
section outlines section outlines 
what information what information 
you wish to make you wish to make 
available to available to 
potential employers potential employers 
(including your (including your 
name), and what name), and what 
contact information contact information 
you donyou don’’t want to t want to 
make available. make available. 
Click the Click the Next Next 
button to continue.  button to continue.  
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II  Resume Builder II  Resume Builder 

Step 16 of Resume Builder Step 16 of Resume Builder 

allows you to add allows you to add 

references.  Here you references.  Here you 

can list a business or can list a business or 

personal reference that personal reference that 

can appear on your can appear on your 

resume.  Click the resume.  Click the Next Next 

button to continue.  button to continue.  
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II  Resume BuilderII  Resume Builder

Here is an example of Here is an example of 

your completed your completed 

resume.  However, resume.  However, 

there are still more there are still more 

features in VOS to features in VOS to 

change the way it change the way it 

looks.looks.
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II  Resume Builder II  Resume Builder 

�� Click the Click the Resume TitleResume Title to change your title.to change your title.

�� Click Click ModifyModify under under Change LayoutChange Layout to change things such as date to change things such as date 
appearance, heading alignments, fonts and font sizes, and viewinappearance, heading alignments, fonts and font sizes, and viewing of sub g of sub 
headers. headers. 

�� Click Click AccessibilityAccessibility to change whether employers will see your resume, or to change whether employers will see your resume, or 
not.not.

�� Click the sectional links to go back to those sections and add oClick the sectional links to go back to those sections and add or edit r edit 
information.  information.  
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II  Resume Builder II  Resume Builder 

At the bottom of the resume page are several more features:At the bottom of the resume page are several more features:

�� Section OptionsSection Options allows you to change section titles and reallows you to change section titles and re--arrange how they appear.  There is arrange how they appear.  There is 
also a also a Resume Free TextResume Free Text section that allows you to create a new section of information.section that allows you to create a new section of information.

�� Edit TitleEdit Title allows you to edit the title of the resume.allows you to edit the title of the resume.

�� Delete ResumeDelete Resume allows you to delete the finished resume.allows you to delete the finished resume.

�� Job SearchJob Search allows you to initiate a job search from this link.allows you to initiate a job search from this link.

�� Print ViewPrint View allows you to print a copy of your resume.allows you to print a copy of your resume.

�� Download ResumeDownload Resume allows you to download your resume to a folder on your computerallows you to download your resume to a folder on your computer, such as My , such as My 
Documents.Documents.

�� Email ResumeEmail Resume allows you to email your resume.  It will not appear as an attaallows you to email your resume.  It will not appear as an attachment but rather as chment but rather as 
part of the body of your email.part of the body of your email.

Click Click Save Resume and ReturnSave Resume and Return when done.   when done.   
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III  Job Search   III  Job Search   
When you click When you click Job Job 

SearchSearch on the on the 

left navigational left navigational 

menu, you have menu, you have 

3 options:3 options:

1.1. Quick SearchQuick Search

2.2. Advanced Advanced 

SearchSearch

3.3. Other Search Other Search 

OptionsOptions
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III  Job Search III  Job Search 

The The Quick SearchQuick Search allows allows 

you to take criteria you to take criteria 

established in your established in your 

resume, such as resume, such as 

locations, and search locations, and search 

for jobs. It is a fast way for jobs. It is a fast way 

to find a list of jobs that to find a list of jobs that 

match your desires.match your desires.
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III  Job Search III  Job Search 

Advanced SearchAdvanced Search
allows you to look allows you to look 
for jobs in many for jobs in many 
specific ways.  This specific ways.  This 
will help you finewill help you fine--
tune the results to tune the results to 
get the best jobs get the best jobs 
that are most suited that are most suited 
for you. for you. 
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III  Job SearchIII  Job Search

Other Search OptionsOther Search Options

allows you to look for allows you to look for 

jobs by employer, job jobs by employer, job 

order number, using order number, using 

your resume, and job your resume, and job 

skill set.  skill set.  
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III  Job Search III  Job Search 

A Quick Search was A Quick Search was 

successful in that two successful in that two 

jobs were found.  The jobs were found.  The 

table will look table will look 

something like this.  something like this.  

You can sort your You can sort your 

results by clicking on results by clicking on 

the column headings.  the column headings.  
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III  Job SearchIII  Job Search

�� Date Date column will always include date and time job order was column will always include date and time job order was 
created.created.

�� Job TitleJob Title will always be a link to view the actual job order.will always be a link to view the actual job order.

�� Employer, LocationEmployer, Location, and , and SalarySalary are all derived from the job order.are all derived from the job order.

�� SourceSource.  If it is a gold star, it means .  If it is a gold star, it means Preferred EmployerPreferred Employer, or an , or an 
employer who has registered in the system.  Some systems will employer who has registered in the system.  Some systems will 
include external, or spidered job sites.  Consult the glossary ainclude external, or spidered job sites.  Consult the glossary at the t the 
bottom of the jobs table for descriptions of spidered job sites.bottom of the jobs table for descriptions of spidered job sites.

�� Key MatchKey Match will indicate how the key word of the job was found.  will indicate how the key word of the job was found.  
Consult the glossary at the bottom for an explanation.  This mayConsult the glossary at the bottom for an explanation.  This may
indicate how close a match this job actually was to what you werindicate how close a match this job actually was to what you were e 
looking for.  looking for.  

�� Below these descriptions will be an O*Net job description.  Below these descriptions will be an O*Net job description.  
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III  Job Search III  Job Search 

Click on the Click on the Job TitleJob Title link, and you can link, and you can 
review the actual job order.  If you like review the actual job order.  If you like 
what you see and you want to look at what you see and you want to look at 
more information on applying for the job, more information on applying for the job, 
click click Display more information on this Display more information on this 
jobjob..
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III  Job Search III  Job Search 

Once you click on that button, the application methods will Once you click on that button, the application methods will 

appear.  In this example, applying via resume is the appear.  In this example, applying via resume is the 

primary way to apply. Choose the resume you wish to primary way to apply. Choose the resume you wish to 

send to the employer, and then click the send to the employer, and then click the Attach ResumeAttach Resume

button.button.
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III  Job SearchIII  Job Search

A popA pop--up will appear, informing you that once you click the up will appear, informing you that once you click the ‘‘OKOK’’ button, button, 
your information will be transmitted to the employer.  When thatyour information will be transmitted to the employer.  When that
button is clicked, the screen refreshes to indicate whether the button is clicked, the screen refreshes to indicate whether the 
procedure was done correctly.  If so, you have successfully applprocedure was done correctly.  If so, you have successfully applied ied 
for a job!for a job!
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III  Job SearchIII  Job Search

VirginiaVirginia’’s VOS also provides s VOS also provides ““spideredspidered”” jobs from several different jobs from several different 
websites.  The procedure to locate one of these jobs is similar.websites.  The procedure to locate one of these jobs is similar. If If 
you conduct a you conduct a Quick SearchQuick Search, select a , select a SourceSource other than other than Preferred Preferred 
EmployerEmployer.  If you use the .  If you use the Advanced SearchAdvanced Search, you can select several , you can select several 
different spidered sites to search at the same time.  Click different spidered sites to search at the same time.  Click SearchSearch..
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III  Job Search III  Job Search 

The search results will The search results will 
give you the same give you the same 
table.  The source of table.  The source of 
the spidered jobs will the spidered jobs will 
appear in the right appear in the right 
column.  These are column.  These are 
examples of jobs examples of jobs 
spidered from the spidered from the 
Private Job BoardPrivate Job Board, or , or 
PJBPJB.  Click the Job .  Click the Job 
Title link to review the Title link to review the 
job order.  job order.  
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III  Job SearchIII  Job Search

The job order will look The job order will look 
similar to a job similar to a job 
order from a order from a 
preferred employer, preferred employer, 
except the job order except the job order 
number may appear number may appear 
unique and the unique and the 
source of the job source of the job 
posting will appear posting will appear 
near the bottom of near the bottom of 
the screen.  Click the screen.  Click 
the the Display more Display more 
information on this information on this 
jobjob button at the button at the 
bottom.  bottom.  
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III  Job Search III  Job Search 

You will view the actual job order from the job website.  Here, You will view the actual job order from the job website.  Here, you will you will 
have to follow all policies and rules of the particular website have to follow all policies and rules of the particular website you you 
have accessed, which may mean completing an application, have accessed, which may mean completing an application, 
completing or uploading a resume, etc.  Virginia VOS can take yocompleting or uploading a resume, etc.  Virginia VOS can take you u 
to the website, but then it is up to you. to the website, but then it is up to you. 
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IV  My Individual Profile:IV  My Individual Profile:

Personal Profile Personal Profile 

Click the Click the My Individual ProfileMy Individual Profile link to access your link to access your 
profile folders.  Your profile folders.  Your Personal ProfilePersonal Profile folder folder 
contains information on your background and contains information on your background and 
contacts. contacts. 
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IV  My Individual Profile:IV  My Individual Profile:

Personal Profile Personal Profile 

The General Information The General Information 
tab contains information tab contains information 
that was entered during that was entered during 
the registration process.  the registration process.  
Most of this information Most of this information 
can be edited if anything can be edited if anything 
changes.  Your changes.  Your User User 
NameName, however, is one , however, is one 
piece of information that piece of information that 
is locked down and not is locked down and not 
editable editable 
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IV  My Individual Profile:IV  My Individual Profile:

Personal Profile Personal Profile 

The The Background WizardBackground Wizard is is 
similar to the similar to the Resume Resume 
BuilderBuilder.  You can add .  You can add 
employment and education employment and education 
history, skills, driverhistory, skills, driver’’s s 
license information, etc.  If license information, etc.  If 
you create the resume you create the resume 
builder first, the information builder first, the information 
will carry over to the will carry over to the 
Background WizardBackground Wizard.  .  
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IV  My Individual Profile:IV  My Individual Profile:

Personal Profile Personal Profile 

The The Activities Activities tab asks a series of questions to help you determine tab asks a series of questions to help you determine 
where in VOS you need help the most.  The last screen is a where in VOS you need help the most.  The last screen is a 
recommendation screen, where you can, onerecommendation screen, where you can, one--byby--one, visit areas of one, visit areas of 
interest and scratch them off your interest and scratch them off your ““toto--dodo”” list.list.
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IV  My Individual Profile:IV  My Individual Profile:

Personal Profile Personal Profile 

The The Memo Memo tab is where you can write a tab is where you can write a 
memo to yourself, whether it is a meeting memo to yourself, whether it is a meeting 
to remember or a task to do.to remember or a task to do.
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V   My Individual Profile:V   My Individual Profile:

Employment Plan Profile Employment Plan Profile 

The The Employment Plan ProfileEmployment Plan Profile contains contains 

information on creating resumes, cover information on creating resumes, cover 

letters, and saved job searches. letters, and saved job searches. 
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V  My Individual Profile:V  My Individual Profile:

Employment Plan Profile Employment Plan Profile 

The The ResumesResumes tab is where resumes can be tab is where resumes can be 
viewed, edited, and created.  Refer to the viewed, edited, and created.  Refer to the 
Resume BuilderResume Builder section for instructions on section for instructions on 
creating a new resume.creating a new resume.
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V   My Individual Profile:V   My Individual Profile:

Employment Plan Profile Employment Plan Profile 

Have trouble creating the perfect letter?  The Have trouble creating the perfect letter?  The LettersLetters tab tab 
will help you.  Click will help you.  Click Create New LetterCreate New Letter.  Then, you must .  Then, you must 
select the select the Letter TypeLetter Type.  VOS has three different ones to .  VOS has three different ones to 
choose from:  choose from:  Cover Letter, FollowCover Letter, Follow--up Letterup Letter, and , and 
AcceptanceAcceptance Letter.  Choose the one you need and click Letter.  Choose the one you need and click 
Display LetterDisplay Letter. . 
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V   My Individual Profile:V   My Individual Profile:

Employment Plan ProfileEmployment Plan Profile

A letter template will A letter template will 
appear with links to appear with links to 
create different parts of create different parts of 
your letter.  Links your letter.  Links 
appear for the appear for the Return Return 
Address, Mailing Address, Mailing 
Address, Salutation, Address, Salutation, 
Opening Paragraph, Opening Paragraph, 
Body, ClosingBody, Closing, and , and 
SignatureSignature.  Click on .  Click on 
these links to create these links to create 
your own personalized your own personalized 
letter. letter. 
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V   My Individual Profile:V   My Individual Profile:

Employment Plan Profile Employment Plan Profile 

Click each link to make your letter Click each link to make your letter 
what you want it to be.  The what you want it to be.  The 
Mailing AddressMailing Address section section 
includes an includes an InfoUSAInfoUSA link at the link at the 
bottom to search for employer bottom to search for employer 
addresses if you need them.  addresses if you need them.  
When your letter is completed, When your letter is completed, 
click click Save This LetterSave This Letter.  .  
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V   My Individual Profile:V   My Individual Profile:

Employment Plan Profile Employment Plan Profile 

Once you are finished with your letter, click Once you are finished with your letter, click Save Save 

This LetterThis Letter.  A table then appears, showing the .  A table then appears, showing the 

letter title and when it was last modified.letter title and when it was last modified.
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V   My Individual Profile:V   My Individual Profile:

Employment Plan Profile Employment Plan Profile 

The The Job ApplicationsJob Applications tab is where you can go to tab is where you can go to 
view jobs for which you previously applied.  A view jobs for which you previously applied.  A 
DetailsDetails link in the link in the ActionAction column will allow you to column will allow you to 
review the job again. review the job again. 
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V   My Individual Profile:V   My Individual Profile:

Employment Plan ProfileEmployment Plan Profile

The The Online Online 
ApplicationApplication tab is tab is 
a compilation of a compilation of 
information from information from 
the the Background Background 
Wizard.Wizard. You can You can 
use this as a job use this as a job 
application.  It application.  It 
has a signature has a signature 
line at the bottom. line at the bottom. 
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V   My Individual Profile:V   My Individual Profile:

Employment Plan Profile Employment Plan Profile 

The The Virtual RecruiterVirtual Recruiter is an automated robot is an automated robot 

that will search for jobs based on the that will search for jobs based on the 

criteria you enter.  Click criteria you enter.  Click Create New Job Create New Job 

AlertAlert to begin the process. to begin the process. 
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V   My Individual Profile:V   My Individual Profile:

Employment Plan Profile Employment Plan Profile 

You first go through the You first go through the 
process of conducting process of conducting 
a job search by using  a job search by using  
one of the search one of the search 
methods outlined methods outlined 
earlier.  Click earlier.  Click SearchSearch.  .  
When results are When results are 
displayed, go to the displayed, go to the 
bottom of the screen bottom of the screen 
and click and click Save this Job Save this Job 
Search. Search. 
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V   My Individual Profile:V   My Individual Profile:

Employment Plan Profile Employment Plan Profile 

You will need to give your Virtual Recruiter a title, indicate hYou will need to give your Virtual Recruiter a title, indicate how often it ow often it 
will search (i.e. Daily), how you will be notified of results, awill search (i.e. Daily), how you will be notified of results, and nd 
indicate when it expires.  Click indicate when it expires.  Click SaveSave.  A table outlining information .  A table outlining information 
on your Virtual Recruiter will appear.  Virginia VOS allows on your Virtual Recruiter will appear.  Virginia VOS allows 
individuals to create several Virtual Recruiters that will searcindividuals to create several Virtual Recruiters that will search for h for 
different jobs on predifferent jobs on pre--determined intervals.determined intervals.
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VI   My Individual Profile: VI   My Individual Profile: 

Search History Profile Search History Profile 

The The Search HistorySearch History Profile folder saves specific Profile folder saves specific 

searches made within the system.  The search searches made within the system.  The search 

types are divided into five categories:  types are divided into five categories:  

OccupationsOccupations, , Programs, Employers, JobsPrograms, Employers, Jobs, and , and 

MemoMemo. . 



6060

VI   My Individual Profile:VI   My Individual Profile:

Search History ProfileSearch History Profile

OccupationsOccupations allows you to save any intensive search conducted allows you to save any intensive search conducted 
through the VOS systemthrough the VOS system’’s extensive database of occupational s extensive database of occupational 
information.  Click information.  Click Search for an OccupationSearch for an Occupation.  You will then be .  You will then be 
prompted to select a geographic area for your search.prompted to select a geographic area for your search.
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VI   My Individual Profile:VI   My Individual Profile:

Search History Profile Search History Profile 

An Occupational An Occupational 

Search screen Search screen 

will then ask will then ask 

what specific what specific 

occupation you occupation you 

wish to research. wish to research. 
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VI   My Individual Profile:VI   My Individual Profile:

Search History ProfileSearch History Profile

Information will then appear on your selected occupation.  You cInformation will then appear on your selected occupation.  You can an 
view the information in narrative or numeric formats.  Click view the information in narrative or numeric formats.  Click Display Display 
more information about this occupationmore information about this occupation…………..

OR
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VI  My Individual Profile:VI  My Individual Profile:

Search History ProfileSearch History Profile

……And numerous And numerous 

subject heading subject heading 

icons appear to icons appear to 

allow you to allow you to 

research that research that 

occupation even occupation even 

further. further. 
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VI  My Individual Profile:VI  My Individual Profile:

Search History ProfileSearch History Profile

When you revisit the Occupations tab, your When you revisit the Occupations tab, your 

occupational search will be saved. occupational search will be saved. 
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VI   My Individual Profile:VI   My Individual Profile:

Search History ProfileSearch History Profile

You can research training programs in much the You can research training programs in much the 
same way as occupations.  Once information is same way as occupations.  Once information is 
located, your search results will be saved in this located, your search results will be saved in this 
tab. tab. 
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VI  My Individual Profile:VI  My Individual Profile:

Search History Profile Search History Profile 

You can also research and locate employer You can also research and locate employer 
information.  Through an information.  Through an InfoUSA InfoUSA regional regional 
directory of employers, you can find a specific directory of employers, you can find a specific 
employer and even map its location.  Information employer and even map its location.  Information 
includes contact names and phone numbers.includes contact names and phone numbers.
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VI   My Individual Profile:VI   My Individual Profile:

Search History ProfileSearch History Profile

The The JobsJobs tab will retain information on your job searches.  tab will retain information on your job searches.  
The The Job TitleJob Title is a link to the job order.  Other information is a link to the job order.  Other information 
pertaining to whether you viewed details of the job order, pertaining to whether you viewed details of the job order, 
and when you viewed it, is alsoand when you viewed it, is also available.available.
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VI   My Individual Profile:VI   My Individual Profile:

Search History ProfileSearch History Profile

The final tab, the The final tab, the MemoMemo tab, retains a list of all tab, retains a list of all 

memos that you wrote to yourself.  This memos that you wrote to yourself.  This 

information is derived from the information is derived from the Employment Employment 

PlanPlan profile, mentioned earlier. profile, mentioned earlier. 
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VII  My Individual Profile:VII  My Individual Profile:

Self Assessment ProfileSelf Assessment Profile

The The Assessments Assessments 
Profile is useful to help Profile is useful to help 
individuals decide individuals decide 
where their strengths, where their strengths, 
weaknesses, and weaknesses, and 
interests lie.  There interests lie.  There 
are four different tabs:  are four different tabs:  
Job Skills, Personal Job Skills, Personal 
Skills, InterestsSkills, Interests, and , and 
Work ImportanceWork Importance. . 
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VII   My Individual Profile:VII   My Individual Profile:

Self Assessment Profile Self Assessment Profile 

The The Job SkillsJob Skills tab is one location where you can view your tab is one location where you can view your 
saved Job Skill set, and edit it as you see fit.  Click saved Job Skill set, and edit it as you see fit.  Click Edit Edit 
Job SkillsJob Skills to work with your current skill set.  to work with your current skill set.  



7171

VII   My Individual Profile:VII   My Individual Profile:

Self Assessment ProfileSelf Assessment Profile

The The Personal SkillsPersonal Skills tab allows you to evaluate your tab allows you to evaluate your 
personal qualities that you consider to be your personal qualities that you consider to be your 
strengths.  Click the strengths.  Click the Edit Personal SkillsEdit Personal Skills button button 
to begin.  to begin.  
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VII   My Individual ProfileVII   My Individual Profile

Self Assessment Profile Self Assessment Profile 
Here it will have to be a Here it will have to be a 

judgment call on judgment call on 
qualities you consider qualities you consider 
strengths.  When strengths.  When 
finished, click the finished, click the SaveSave
button, or if you wish to button, or if you wish to 
find matching find matching 
occupations that rely occupations that rely 
on your strengths, click on your strengths, click 
the the Find Matching Find Matching 
OccupationsOccupations link.  link.  
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VII   My Individual Profile:VII   My Individual Profile:

Self Assessment ProfileSelf Assessment Profile

Find Matching OccupationsFind Matching Occupations
will show a screen similar will show a screen similar 
to this.  Here you can to this.  Here you can 
research the occupation research the occupation 
more by selecting one of more by selecting one of 
the links. the links. 

If you click Save, it will return 
you to the main assessments 
screen, as shown to the left.  
Your strengths will be 
highlighted in this table. 
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VII   My Individual Profile:VII   My Individual Profile:

Self Assessment Profile Self Assessment Profile 

The The Work InterestWork Interest Assessment Assessment 
analyzes what your interests are analyzes what your interests are 
in the workplace.  Click in the workplace.  Click Edit Work Edit Work 
InterestsInterests, and you, and you’’ll be given the ll be given the 
choice of starting the analyzer choice of starting the analyzer 
from the beginning, or evaluating from the beginning, or evaluating 
your work interest scores. your work interest scores. 



7575

VII   My Individual Profile:VII   My Individual Profile:

Self Assessment Profile Self Assessment Profile 

The Analyzer has 15 pages of questions.  Provide The Analyzer has 15 pages of questions.  Provide 

the best answers possible.the best answers possible.
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VII   My Individual Profile:VII   My Individual Profile:

Self Assessment Profile Self Assessment Profile 

After taking the analyzer, the After taking the analyzer, the 
results of your evaluation results of your evaluation 
appear.  You can then appear.  You can then 
click the click the Find Matching Find Matching 
OccupationsOccupations button to button to 
locate occupations that locate occupations that 
have a strong, moderate, have a strong, moderate, 
weak, or minimal weak, or minimal 
correlation to your work correlation to your work 
interests.interests.

Use this filter to determine 

how close an occupational 

match you wish to make. 
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VII  My Individual Profile:VII  My Individual Profile:

Self Assessment Profile Self Assessment Profile 

This is an example of an occupational match.This is an example of an occupational match. Links in the Links in the 
View More Information column provides important LMI View More Information column provides important LMI 
information on the specific occupational title.information on the specific occupational title.
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VII  My Individual Profile:VII  My Individual Profile:

Self Assessment Profile Self Assessment Profile 

An Interests chart then appears based on the An Interests chart then appears based on the 
outcome of the evaluationoutcome of the evaluation.  .  
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VII  My Individual Profile:VII  My Individual Profile:

Self Assessment Profile Self Assessment Profile 

The The Work Importance AnalyzerWork Importance Analyzer
evaluates what skills you consider evaluates what skills you consider 
important in the workplace, then important in the workplace, then 
matches them with an occupation.  matches them with an occupation.  
Click the Click the Edit Work ImportanceEdit Work Importance
button to begin.  Read the button to begin.  Read the 
directions to this assessment, then directions to this assessment, then 
click click Begin the Importance Begin the Importance 
Analyzer. Analyzer. 



8080

VII   My Individual Profile:VII   My Individual Profile:

Self Assessment Profile Self Assessment Profile 

Read all the cards that describe Read all the cards that describe 
““your ideal job.your ideal job.”” Then sort the Then sort the 
cards based on which tasks are cards based on which tasks are 
most important vs. least most important vs. least 
important.important.
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VII  My Individual Profile:VII  My Individual Profile:

Self Assessment Profile Self Assessment Profile 

Based on the placement Based on the placement 

of the cards, the of the cards, the 

analyzer will evaluate analyzer will evaluate 

what you consider what you consider 

important in the important in the 

workplace.  To find workplace.  To find 

matching occupations, matching occupations, 

click the link at the click the link at the 

bottom. bottom. 
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VII   My Individual Profile:VII   My Individual Profile:

Self Assessment Profile Self Assessment Profile 

The Occupational The Occupational 

Matches will appear Matches will appear 

in this table.  Other in this table.  Other 

links will allow you to links will allow you to 

view more view more 

information about the information about the 

occupations.  occupations.  



8383

VII  My Individual Profile:VII  My Individual Profile:

Self Assessment Profile Self Assessment Profile 

Once you return to the main screen, this table will Once you return to the main screen, this table will 

appear.appear.
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VIII  My ResourcesVIII  My Resources

My ResourcesMy Resources contains five categories: contains five categories: My My 
Messages, My Appointments, My Background, Messages, My Appointments, My Background, 
My Home PageMy Home Page, and , and Upcoming EventsUpcoming Events
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VIII  My Resources VIII  My Resources 

My MessagesMy Messages is the location where you can is the location where you can 

retrieve system messages.  It works like retrieve system messages.  It works like 

your email, with an inbox and outbox.  your email, with an inbox and outbox.  
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VIII  My ResourcesVIII  My Resources

My AppointmentsMy Appointments lists lists 

any appointments any appointments 

that have been that have been 

scheduled for you.  scheduled for you.  
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VIII  My ResourcesVIII  My Resources

My BackgroundMy Background is another location where you can is another location where you can 
modify useful information such as your modify useful information such as your 
education history and employment history.education history and employment history.



8888

VIII  My ResourcesVIII  My Resources

My Home PageMy Home Page is a place to is a place to 
go to read articles of go to read articles of 
interest, and view all of interest, and view all of 
your job and career your job and career 
information customized atinformation customized at--
aa--glance.  You can make glance.  You can make 
your home page an your home page an 
organized way to do organized way to do 
whatever you want with whatever you want with 
Virginia VOS.Virginia VOS.



8989

VIII  My ResourcesVIII  My Resources

Upcoming Events is a Upcoming Events is a 

way for you to keep way for you to keep 

up with special up with special 

happenings at your happenings at your 

local OneStop. These local OneStop. These 

may be things you may be things you 

can register for to can register for to 

enhance your job or enhance your job or 

career goals.career goals.
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IX  Career Services IX  Career Services 

Career ServicesCareer Services, under , under Services for IndividualsServices for Individuals, is where you would go , is where you would go 
to research a potential career.  Four categories comprise Careerto research a potential career.  Four categories comprise Career
Services:  Services:  Career Tips, Career Explorer, Career InformerCareer Tips, Career Explorer, Career Informer, and , and Job Job 
Market Explorer.Market Explorer.
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IX  Career Services IX  Career Services 

Career TipsCareer Tips is a great is a great 
place to start.  This place to start.  This 
section gives you stepsection gives you step--
byby--step introduction on step introduction on 
how to get started how to get started 
looking for the perfect looking for the perfect 
career. There are career. There are 
numerous links here numerous links here 
that will take you all over that will take you all over 
the system in search of the system in search of 
topics that will increase topics that will increase 
your career potential. your career potential. 
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IX  Career Services IX  Career Services 

Career Explorer has 3 categories:  Match Your Skills, Match YourCareer Explorer has 3 categories:  Match Your Skills, Match Your
Interests and Work Values, and Match Your Occupation.  All threeInterests and Work Values, and Match Your Occupation.  All three
of these tools can be used to help you figure out, based on yourof these tools can be used to help you figure out, based on your
skills, interests, and occupations, what would be the best careeskills, interests, and occupations, what would be the best career r 
for you.  for you.  
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IX  Career Services IX  Career Services 

Career InformerCareer Informer takes a specific geographic area and an takes a specific geographic area and an 
occupation and provides detailed information about it.  occupation and provides detailed information about it.  
First, pick your area, then pick your occupation using the First, pick your area, then pick your occupation using the 
search screens above. search screens above. 



9494

IX  Career Services IX  Career Services 

Information is then Information is then 

presented in presented in 

narrative or  narrative or  

numerical formats.  numerical formats.  

Click Click Display more Display more 

information about information about 

this occupationthis occupation at at 

the bottomthe bottom……....
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IX  Career Services IX  Career Services 

And you can choose among numerous icons to dig even And you can choose among numerous icons to dig even 
deeper into the background of your occupation. deeper into the background of your occupation. 



9696

IX  Career Services IX  Career Services 

Job Market ExplorerJob Market Explorer will determine if the right mix of geography, will determine if the right mix of geography, 
occupation, experience, and salary will stir up any occupations.occupation, experience, and salary will stir up any occupations. You You 
will first be asked to choose your location to investigate.  Thewill first be asked to choose your location to investigate.  There are re are 
also three questions pertaining to the occupation, education, analso three questions pertaining to the occupation, education, and d 
wage.wage.
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IX  Career Services IX  Career Services 

If the right mix is there, you may see results. Occupational If the right mix is there, you may see results. Occupational 
titles serve as links to research further in Virginia VOS.titles serve as links to research further in Virginia VOS.
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X  Job Seeker Services X  Job Seeker Services 

Much of Much of Job Seeker Job Seeker 
ServicesServices is is 
repetitious.  It repetitious.  It 
provides links that provides links that 
have been discussed have been discussed 
in other sections of in other sections of 
Virginia VOS.Virginia VOS.



9999

X  Job Seeker Services X  Job Seeker Services 

10 Steps10 Steps is a great is a great 

place to start for the place to start for the 

Job Seeker.  It Job Seeker.  It 

provides an provides an 

overview of the job overview of the job 

hunting process, hunting process, 

with helpful links to with helpful links to 

pertinent locations pertinent locations 

throughout the throughout the 

Virginia VOS site.Virginia VOS site.
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X  Job Seeker Services X  Job Seeker Services 

Job Market TrendsJob Market Trends will allow you to view job seeker  and will allow you to view job seeker  and 
job statistics at your fingertips.  The information is based job statistics at your fingertips.  The information is based 
on on realreal job orders and candidate resumes posted in job orders and candidate resumes posted in 
Virginia Workforce ConnectionVirginia Workforce Connection..



101101

X  Job Seeker ServicesX  Job Seeker Services

�� Find Job OpeningsFind Job Openings is another pathway to is another pathway to 
searching for a job.searching for a job.

�� Resume BuilderResume Builder is another pathway to building a is another pathway to building a 
resume.resume.

�� Letter BuilderLetter Builder is another location for accessing is another location for accessing 
and creating letters, such as followand creating letters, such as follow--up and cover up and cover 
letters.letters.

�� EmployersEmployers is another location to access specific is another location to access specific 
employer information based on the employer information based on the InfoUSAInfoUSA
database. database. 

�� Virtual RecruiterVirtual Recruiter is another pathway to access is another pathway to access 
the Virtual Recruiter robot. the Virtual Recruiter robot. 
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XI  Education Services XI  Education Services 

Individuals have access to schools and programs that can Individuals have access to schools and programs that can 
help them be prepared for a better paying job.  In this help them be prepared for a better paying job.  In this 
section, you can view a list of section, you can view a list of Training Providers and Training Providers and 
Schools, Training and Education ProgramsSchools, Training and Education Programs, , Education Education 
Program Completers, and Financial Aid for TrainingProgram Completers, and Financial Aid for Training..



103103

XI  Education ServicesXI  Education Services

Training Providers and SchoolsTraining Providers and Schools provides information on provides information on 
any given provider or school within a geographic area.  any given provider or school within a geographic area.  
First, select the geographic area, then select either First, select the geographic area, then select either 
training provider keywords, or choose to look at a training provider keywords, or choose to look at a 
lengthy list of all providers.   lengthy list of all providers.   
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XI  Education Services XI  Education Services 

Click on the Click on the Provider NameProvider Name link, and information link, and information 
such as Contact person, website email address, such as Contact person, website email address, 
etc., will appear. etc., will appear. 



105105

XI  Education Services XI  Education Services 

Training and Education ProgramsTraining and Education Programs lists specific program lists specific program 
titles within a given area. First, choose a location to titles within a given area. First, choose a location to 
search and then you can search for a program by search and then you can search for a program by 
Program Title/KeywordProgram Title/Keyword or by or by OccupationOccupation.   .   
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XI  Education Services XI  Education Services 

Based on your search, if any results appear, a link Based on your search, if any results appear, a link 

will take you to the specific course information will take you to the specific course information 

you are seeking.  you are seeking.  
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XI  Education Services XI  Education Services 

Educational Program CompletersEducational Program Completers provides a summary of how many provides a summary of how many 
students completed a given program title.  First, choose a locatstudents completed a given program title.  First, choose a location to ion to 
search and then choose an occupation through the Occupational search and then choose an occupation through the Occupational 
Search screen.  The results of this search will list specific coSearch screen.  The results of this search will list specific courses and urses and 
the completion rates based on information received.  the completion rates based on information received.  
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XI  Education Services XI  Education Services 

Financial Aid for Financial Aid for 

TrainingTraining provides provides 

helpful links to helpful links to 

websites that websites that 

provide details on provide details on 

funding sources.funding sources.
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XII  Labor Market Services XII  Labor Market Services 

Labor Market ServicesLabor Market Services provides a wealth of information at your provides a wealth of information at your 
fingertips.  Individuals can get quick answers to fingertips.  Individuals can get quick answers to Labor Market FactsLabor Market Facts, , 
examine the labor market in a specific region with examine the labor market in a specific region with Area ProfileArea Profile, , 
examine specific industries with examine specific industries with Industry ProfileIndustry Profile, or the occupational , or the occupational 
market in a specific area with market in a specific area with Occupational ProfileOccupational Profile. . 



110110

XII  Labor Market ServicesXII  Labor Market Services

Labor Market FactsLabor Market Facts gives the quick and easy answers to gives the quick and easy answers to 
the most commonly asked laborthe most commonly asked labor--related questions for a related questions for a 
specific region.specific region.



111111

XII  Labor Market ServicesXII  Labor Market Services

Area ProfileArea Profile provides a provides a 
summary of wage, summary of wage, 
employment, population, employment, population, 
and related data.  You and related data.  You 
must first select your must first select your 
geographic area, then a geographic area, then a 
summary page will display summary page will display 
data on that region.  data on that region.  
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XII  Labor Market ServicesXII  Labor Market Services

With any Labor Market With any Labor Market 
Service category, Service category, 
press the press the Select Select 
more Informationmore Information
button at the bottom button at the bottom 
of the page, and a of the page, and a 
series of icons series of icons 
appear.  This allows appear.  This allows 
you to pursue even you to pursue even 
more information on more information on 
the labor marketthe labor market..
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XII  Labor Market Services XII  Labor Market Services 

Industry ProfileIndustry Profile examines a examines a 
specific industry group in specific industry group in 
a specific area.  First you a specific area.  First you 
must choose your must choose your 
geographic area, then geographic area, then 
select the specific select the specific 
industry through the industry through the 
industry search screen. industry search screen. 
You may have to narrow You may have to narrow 
down the sector of your down the sector of your 
industry. industry. 
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XII  Labor Market Services XII  Labor Market Services 

Then data can be viewed in narrative or numeric Then data can be viewed in narrative or numeric 

formats. formats. 
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XII  Labor Market ServicesXII  Labor Market Services

With any Labor Market With any Labor Market 
Service category, Service category, 
press the press the Select Select 
more Informationmore Information
button at the bottom button at the bottom 
of the page, and a of the page, and a 
series of icons series of icons 
appear.  This allows appear.  This allows 
you to to pursue you to to pursue 
even more even more 
information on the information on the 
labor marketlabor market..
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XII  Labor Market Services XII  Labor Market Services 

�� The The Occupational ProfileOccupational Profile is another is another 

pathway to review an occupation, similar pathway to review an occupation, similar 

to the to the OccupationsOccupations tab in the tab in the Search Search 

HistoryHistory folder in the Individual Profile.  folder in the Individual Profile.  

Either location will afford valuable Either location will afford valuable 

occupational information.occupational information.
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XIII  Message CenterXIII  Message Center

The Message CenterThe Message Center is another way to is another way to 

review messages and appointments, the review messages and appointments, the 

same as same as My ResourcesMy Resources..
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XIV  Assistance CenterXIV  Assistance Center

The The Assistance CenterAssistance Center contains three useful links for individuals.  contains three useful links for individuals.  

�� Questions and AnswersQuestions and Answers is the same pathway as the is the same pathway as the Activities tabActivities tab in the in the 
Personal ProfilePersonal Profile folder.  folder.  

�� Quick Reference CardsQuick Reference Cards are quick, easy resource aids to help with any are quick, easy resource aids to help with any 
questions, or to jog your memory as to a location for a resourcequestions, or to jog your memory as to a location for a resource you are you are 
seeking.  seeking.  

�� Email Your QuestionsEmail Your Questions will allow you to communicate with a staff member.  If will allow you to communicate with a staff member.  If 
you are confronted by an issue or a concern that you canyou are confronted by an issue or a concern that you can’’t answer, you can t answer, you can 
always send an email. That email will be directed to a pertinentalways send an email. That email will be directed to a pertinent staff staff 
member who will be more than happy to answer those questions.member who will be more than happy to answer those questions.
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ConclusionsConclusions

Please contact your local OneStop representative if you have 

any questions. 


